* AMEDDC&S & FSH Reg 612-2

DEPARTMENT OF THE ARWY
Headquarters, U S. Arny Medical Departnment Center and School
and Fort Sam Houston
Fort Sam Houston, Texas 78234-5014

Regul ati on 1 July 2000
Nunmber 612-2

Per sonnel - Gener al
Sponsor ship Program

| ssue of supplenents to this regulation is prohibited, unless
specifically authorized by Commander, U.S. Arny Medi cal
Department Center and School (AMEDDC&S) and Fort Sam Houst on( FSH)
Texas 78234-5014

OVERVI EW

1. PURPOSE. This regulation inplenents AR 600-8-8, The Tot al
Arny Sponsorship Program It establishes standards to ensure new
personnel are prepared, wel coned, transitioned, and rmade m ssion
ready in an efficient and effective manner.

2. APPLICABILITY. It applies to Active Arny, Arny National
Guard, U S. Arny Reserve, and Appropriated Fund civilian

enpl oyees assigned to, attached, or serviced by HQ AMEDDC&S &
Fort Sam Houst on.

3. REFERENCES. Required and related regulations are listed in
Appendi x A

4. ABBREVI ATI ONS AND TERMS:

ACS - Arny Community Service

AG - Adj utant GCeneral

NLT - Not later than

SI TES - Standard Installation Topi c Exchange Service
Non IETs - Non Initial Entry Trainees

| ETs - Initial Entry Trainees

| SC - Installation Sponsorship Coordi nat or

RAPM - Rel ocati on Assistance Program Manager

5. PCLICY. Conmanders require new personnel to dedicate their
full attention to be “mission ready” at the earliest possible
time. Relocation has traditionally translated to a period when
newconmer attention is split between getting self and famly
settled and trying to be a useful nenber of the new unit.

*Thi s Regul ati on supersedes AMEDDC&S Meno 600-5, 1 Aug 94.
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Ef fective sponsorship allows the soldier to initiate the m ssion-
ready process before departing the | osing organi zation and
expedites the process upon arrival at the new unit.

6. CGENERAL:

a. The AMEDDC&S & FSH Sponsorship Programis the
I nstal | ati on Conmander’s program The commander’s enphasis on the
i nportance of sponsorship, both at the brigade and unit |evel,
drives the level of effort dedicated to a successful sponsorship
program This regul ati on addresses sponsorship for mlitary
per sonnel on Permanent Change of Station (PCS) orders, students
in long termcourses, and civilian transfers.

b. The appointnment of a sponsor is mandatory for al
per sonnel undergoing a PCS nove to a unit serviced by AVEDDC&S
and the U S. Arny Garrison, FSH who neet the follow ng
requi renents:

(1) Permanent party mlitary below the rank of col onel.
(2) GCvilians bel ow the grade of GS-15.
(3) Trainees:

(a) Non Initial Entry Trainees (Non | ETs) are
sponsored by their Teaching Adm ni stration Counseling (TAC
officer within the training battalions.

(b) Initial Entry Trainees (lIETs) are sponsored by
their Drill Sergeants within the training battalions.

c. The Human Resource Busi ness Center (HRBC) receives
assignment instructions on permanent party mlitary and Non | ETs
at | east 60 days prior to report date. However, due to TDYs,
| eaves, schools, and/or personal needs, the newconer nay be
maki ng departure plans that will reduce the anount of tine
avai |l abl e to nake contact. The 187th and 232d Medi cal Battalions
are responsible for unit notification and sponsorship of all I|ETs
and Non | ETs. For those not assigned to the battalion overhead,
Acadeny Battalion will coordinate with the directorates. The
Cvilian Personnel Advisory Center (CPAC) is responsible for
noti fying commanders/directors of civilian transfers. The FSH
standard for sponsorship from assignnent notification to first
comuni cation is 10 duty days. The conmuni cati on can be by
tel ephone call, e-mail, or letter.

d. No-Notice or Short-Notice Assignnments cause the nost
chal l enges. The AMEDDC&S & FSH standard for no-notice or short-
notice notification is 3 duty days. For no-notice arrivals, the
HRBC wi || contact the newconer at the In- and Qut-Processing
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Center in Bldg. 367, determ ne unit of assignnent, notify the
unit, and obtain unit sponsor. The sponsor will then proceed to
Bl dg. 367, and nmeet the new arrival. For short-notice assign-
ments (assignment instructions with a report no |later than date
(RNLTD) of 60 days or less), the unit sponsor will be identified
by the unit imediately upon notification by HRBC of assignnent

i nstructions.

e. Welcone letters will be sent from brigade conmander for
of ficers and brigade command sergeant nmajor for enlisted.
Wel cone letters will also be sent frombattalion (activity)
commanders for officers, command sergeant majors for enlisted
sol diers, or comrander/activity director for civilian
enpl oyees; and a personal nenmorandumw || be sent fromthe
appoi nted sponsor.

f. Wen a newconer is diverted, all sponsorship activities

will continue until a new sponsor is designated. Wen the new
sponsor is identified, all information will be passed on to
hi ml her .

g. For those units serviced by the HRBC at Fort Sam Houston
and not within the geographic area the foll ow ng procedures

appl y:

(1) The ranking U.S. Arnmy Commander briefs sponsors on
their responsibilities.

(2) The ranking U.S. Arnmy Commander al so briefs
departing personnel on their responsibilities as newconers and
what they should expect fromtheir sponsor.

Section A - Roles and Responsibilities
7. | NSTALLATI ON COVIVANDER:

a. Inplements the AVEDDC&S & FSH Sponsorship Programin
accordance with AR 600-8-8. Mnitors and eval uates the program
t hrough the use of DA Form 7274 and the CSFS Form 4293-R, FSH
Newconer Sponsorship Satisfaction Survey, as required.

b. Appoints the Installation Sponsorship Coordinator (I SC
with responsibility to coordi nate and manage t he AMEDDC&S & FSH
Sponsor shi p Program

c. Appoints the Installation Relocation Manager (IRM from
Arnmy Community Service (ACS) with the responsibility to support
rel ocation assistance prograns and provide a sponsor training
support package.
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d. Ensures fam |y nenbers of depl oyed soldiers and civilians
are kept inforned about activities of the deployed unit and
services offered on the installation through “Town Hall ” neetings.

8. HUMAN RESOURCE BUSI NESS CENTER ( HRBC)

NOTE: For AMEDDC&S & FSH supported units separated fromthe
installation, the term HRBC applies to the ranking U S. Arny
conmander .

a. Oversees the Installation Sponsorship Program

b. Ensures the Installation Sponsorship Coordinator and
Rel ocati on Manager are briefed and trained on their
responsibilities toward the sponsorship program

c. Consolidates and anal yzes trends before forwardi ng them
to the installation conmander.

9. I NSTALLATI ON SPONSORSHI P COORDI NATOR

a. Manages the operations of the Installation Sponsorship
Program and nonitors all assignnments and reassi gnnents of
per sonnel serviced by AVEDDC&S & FSH.

b. Reviews Centralized Assignnment Procedures (CAP) IIl cycle
recei ved each week and DA Form 5434, Sponsorship Program
Counseling and Information Sheets, to determ ne the need for
sponsorshi ps. Mnitors responses of the Sponsorship WEB Site of
submi tted sponsorshi p requests.

c. Notifies brigade commander of in-bound and out-bound
personnel through the battalion/unit personnel adm nistrative
center (PAC).

d. Inmediately notifies the gaining unit to appoint a new
sponsor when the newconer is diverted to another unit, and
notifies the losing unit to continue with sponsorship duties
until appoi ntment of new sponsor. Ensures the losing unit
transfers the sponsorship file and ceases all sponsorship actions
once a new sponsor i s appointed.

e. Ensures newconers are provided a DA Form 7274,
Sponsorship Program Survey, to conplete along with the Newconer
Sponsorship Satisfaction Survey, upon conpletion of in-
processing. (NOTE: To ensure anonymty on the DA Form 7274, do
not attach it to the survey. Put it in a separate stack.)

f. Conpiles statistical trends (on a quarterly basis) and
sends themto the installation cormander for approval.
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Upon approval, forwards statistical data to HQ MEDCOM by the 10"
wor kday in April, July, Cctober, and January for the preceding
quarter.

g. Informs installation conmander of sponsorship program
trends.

h. Collaborates with the Rel ocati on Manager (RM) to devel op
and conduct sponsor training.

i. Initiates information crossflow with other installation
organi zati ons and counterparts at MEDCOM Headquarters.

J. Conducts Staff Assistance Visits to units within 60 days
after unit PAC assunes his or her position and sem -annual |y
t hereafter.

10. THE ACS RELOCATI ON ASSI STANCE PROGRAM MANAGER

a. Collaborates with the Installation Sponsorship
Coordi nator to provide sponsor training and nonitor sponsorship
statistical trends.

b. Devel ops sponsor training format and schedul e.

c. Provides pre-nove counseling, destination information (to
i nclude the automated SI TES bookl et and Map-and- Go i nformation),
and overseas orientation briefings. New arrivals will be
encouraged to obtain this information fromthe ACS office at
their current organi zation prior to departure.

d. Responsible for the devel opment and oversi ght of the
newconers' extravaganza to include frequency, content,
coordi nati on of speakers with the legal office Staff Judge
Advocate (SJA), scheduling speakers, and survey feedback.

e. Conducts staff assistance visits to units to eval uate
sponsorshi p needs of soldiers.

f. Briefs sponsors on overall programgoals, responsibili-
ties, accountability, sponsor checklist, tineliness, and sponsor
fol der preparation, (including the unit comrander's wel cone
menor anduni | etter).

g. Prepares and distributes Installation Wl cone packets
whi ch include at a mnimum the SITES book and a map of the
I nstall ation.

11. UNIT COMVANDERS/ FI RST SERGEANTS/ SUPERVI SORS:

a. Coordinate with the Installation Sponsorship Coordi nator
to:
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(1) Ensure incomng soldiers and civilians are appointed
sponsors within 72 hours of receipt of sponsor file and
sponsorshi p checklist. (NOTE: Soldiers or civilians projected
for duty wwthin a directorate will be sponsored by the
directorate.)

(2) Ensure out-going soldiers and civilians receive
Levy/ Departure briefing within 10 days of assignnent/transfer
notification.

b. Ensure sponsors have received sponsorship training prior
to assum ng duti es.

c. Ensure sponsor is provided enough tinme fromnormal duties
to hel p the newconer.

d. Ensure conpatibility of the sponsor and the newconer (for
exanple, simlar marital status, gender, grade, etc.).

e. Prepare Unit Comrander’s wel cone nmenorandum |l etter for
i ncom ng soldiers and civilians.

f. Reviews the conpleted sponsor folder fromthe
battalion/unit PAC, prior to its return to the HRBC

12. BATTALI OV UNI T PAC:

a. Serves as the point of contact in the battalion/unit for
assi gnment and reassi gnnent notification.

b. Reviews the weekly CAP Il and coordinates with
i nstal l ati on Sponsorship Program Coordi nator for in-bound/out-
bound personnel acti ons.

c. Checks for other inbound/outbound assignment docunents
(for exanple, nessages, e-mails, etc.) notifying the post of
assi gnnment acti ons.

d. Makes a copy of the assignnment instructions, notifies the
First Sergeant and unit conmander, naintains original in a
suspense file, and prepares, distributes, and tracks the Sponsor
Fol der.

e. Notifies the duty section of the newconmer and of the
sponsor requirenment. Set suspense of 2 duty days to receive
nom nati on of sponsor fromthe gaining duty section.

f. Verifies conpatibility of the sponsor and the newconer
(for exanple, simlar marital status, gender, grade, etc.).
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g. Submts the nomnation to the battalion/unit commander
with any rel evant concerns and clarifications. Upon commander's
appoi ntment of a sponsor, advises the supervisor.

h. Schedul es sponsor training with the ACS Rel ocati on
Assi stance Program Manager if sponsor has not been formally
trained within the preceding 12 nont hs.

i. Mils the commander's wel cone nenorandum | etter al ong
with the sponsor’s personal letter. (NOTE Depending on the unit
commander's preference, the unit PAC may coordinate with the
sponsor to include the sponsor welcone letter with the unit
commander's wel come nmenoranduni |l etter.)

j. In-processes newconer, assigns mandatory unit
appoi ntnments, gives himor her DA Form 5123-1-R, Reassi gnnment
Record Checklist, and arranges appoi ntnment for individual to
report to the Wel cone Center (Bldg. 367) for installation in-
pr ocessi ng.

k. Upon conpl etion of sponsorship requirenents, receives
sponsor fol der back fromthe sponsor, renpoves sponsor checkli st,
DA Form 7274, and sponsorship programcritique. Returns itenms to
HRBC Strength Managenent. This material is subject to the
Privacy Act and cannot be nmmi ntai ned by any i ndivi dual
(identification such as, nane, social security nunber, etc.).
(NOTE: The remai ning personal information will be kept in a
fol der or destroyed along with other incom ng personnel
i nformation.)

13. SPONSOR S FI RST SERGEANT OR SUPERVI SOR

a. Ensures the sponsor knows and understands his or her
sponsorship responsibilities and that they are official duties.

b. G ves the sponsor the time and support to acconplish
sponsorship duties.

c. Introduces the newconer to the work center's operation
and responsibilities.

d. Reviews the sponsor folder and turns it into the unit PAC
after all sponsorship responsibilities have been conpl et ed.

e. Incorporates sponsorship into the performance eval uation
report (when applicable).

14. SPONSOR:

a. Reviews sponsorship responsibilities.

AMEDDC&S & FSH Reg 612-2



(1) Wthin 10 days of assignnment as a sponsor, makes
initial contact with in-bound soldier or civilian to obtain
i nformati on descri bed on DA Form 5434, Sponsorship Program
Counseling and Information Sheet. Infornms the newconer about
their responsibilities, establishes sponsorship file, and
conpl etes CSFS Form 4293-R, Sponsor’s Responsibility Checklist.

(2) Ensures the date of HRBC i nbound al |l ocati on notice
is annotated on the upper right hand corner of the DA Form 5434
in the sponsor folder. (NOTE: The initial notification can be
the CAP Il and/or another docunent (for exanple, nessage, Email,
etc.) that notifies the installation of inbound personnel.)

(3) Ensures the date he or she was notified of the
sponsor tasking is recorded in the upper left hand corner of the
DA Form 5434 in the sponsor folder.

b. Reviews the AMEDDC&S & FSH Sponsor Traini ng Guide,
provi ded in the sponsor fol der.

c. Conpletes two-way contact (preferably by tel ephone) with
t he newconer within 10 days of receipt of sponsor fol der and
records the date on the sponsor folder. Annotates the
i nformati on obtained during the comruni cation and places in
sponsor fol der.

d. Wites a personal nenoranduniletter to the newconer,
gi ves the personalized sponsor menoranduniletter to the unit PAC
to be miiled to the newconer.

e. Verifies information in the sponsor folder and obtains
any information on changes in travel plans and needs upon arrival
at installation. Assists the newconer as much as possible with
| odgi ng and fam |y needs as requested.

f. Encourages the newconer to use the losing installation's
rel ocati on assi stance program

g. Keeps the battalion/unit PAC advi sed of newconer's
departure date and arrival date.

h. Collects information requested by the newconer for
inclusion in the sponsor folder. Contacts the Strength
Managenment Branch (SMB) or Installation Relocation Manager for
hel p in obtaining informtion.

i. Records whether billeting arrangenents were nmade for the
newconer and indicates the date on the sponsor fol der.

j. Makes child care arrangenents (if required).
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k. Makes kennel or pet arrangenents (if required).

. Mkes arrangenments to neet the newconer and famly
menbers on their arrival

m Wien a newconer is diverted, follow the procedures bel ow

(1) Wen a newconer is diverted to another unit on the
installation, the losing unit continues to conduct sponsorship
duties until a new sponsor has been appoi nt ed.

(2) Wen a new sponsor is designated, the old sponsor
turns in the sponsor folder to the battalion/unit PAC who
forwards it to the gaining unit for use by the newy appointed
sponsor.

n. Assists newconer as much as possible to in-process
t hrough the Wel cone Center and unit.

0. Gves the newconer and famly nenbers a tour of the
installation and comunity.

p. Gves the newconer a tour of the unit and introduces him
or her around the duty section. Helps with the settling in
process.

g. Provides feedback to unit conmmander for Conmand
| nspection Program (Cl P)

r. After all sponsorship duties have been conpleted, turns
in the conpl eted sponsor folder to the unit PAC. This ensures
that the unit is aware that sponsor responsibilities have been
conpl et ed.

15. NEWCOVER:
a. Provides information as requested on the DA Form 5434.

b. Keeps the sponsor infornmed about his or her exact
itinerary and rel ocation needs.

c. Provides feedback about the effectiveness and
sati sfaction of his or her sponsorship experience on DA Form 7274
and CSFS Form 4293-R

16. GEOGRAPHI CALLY SEPARATED UNITS. In an AMEDDC&S & FSH

servi ced organi zati on geographically separated fromthe
supporting HRBC, sponsorship duties are performed by the unit PAC
or admi nistrative personnel as designated by the comuander.
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a. Gaining Installation:

(1) Develops a list of base and | ocal resources (to
i ncl ude phone nunbers and operating hours) for inclusion in the
sponsor fol der.

(2) Conducts sponsor training. (The activity commander
wi |l designate an individual to conduct sponsorship training.)

(3) Provides a relocation service information
menor anduni | etter to the sponsor for inclusion in the initial
sponsor package. This is a nenorandum |letter to the newconer
expl aining the relocation services available. As a mninmum this
menor anduml | etter should include information on the follow ng:

(a) Provides a copy of the Standard Installation
Topi ¢ Exchange Service (SITES) booklet, if avail able.

(b) Provides a travel map and ot her autonated
rel ocati on dat abase information.

(4) Responds to sponsor or newconer inquiries in a
timely manner (preferably within 3 duty days).

(5) Through partnership with the AVEDDC&S & FSH
I nstall ati on Sponsorship Coordi nator, provides assistance to
short-notice assignnent personnel (that is, 60 days or |ess
notification).

(6) Coordinates with the AVMEDDC&S & FSH I nstall ation
Sponsorshi p Coordi nator and Rel ocati on Manager to ensure sponsor
training is acconplished.

b. Losing Installation:

(1) Provides a pre-departure briefing about newconer
responsibilities and what to expect froma sponsor.

(2) Replies to relocation inquiries in a tinmely manner
(preferably within 3 duty days).

(3) Through partnership with the HRBC strength
managenent personnel, provides assistance to personnel departing
on short-notice assignnments (that is, with 60 days or |ess
notification).

17. OTHER POST AGENCI ES:

a. Responds to requests for information and support for
rel ocating personnel and their famly nmenbers in a tinely manner
(preferably within 3 days of a request).
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b. Participates in the Newconers' Extravaganza as directed
by the installation comander.

Section B - Training

18. COVMANDERS. The Director, HRBC, is responsible for

provi di ng sponsorship training to commanders at staff calls or
commander’ s conferences conducted on AMEDDC&S & FSH. At these
nmeetings the Director, HRBC will:

a. Gve an overview of the AMEDDC&S & FSH Sponsorship
Program

b. Gve an analysis of the AVEDDC&S & FSH sponsorship
statistical trends.

c. Explain the role of leadership in creating an effective
sponsor shi p program

19. BATTALIOVUNIT PACs. The Battalion/Unit PACs will becone
famliar with the following regulations to assist themin the
AMEDDC&S & FSH Sponsorshi p Program

a. The AR 600-8-8, 1 July 1993, The Total Arny Sponsorship
Program

b. The AR 608-1, 30 Cctober 1990, Armnmy Conmunity Service
Program

c. The AR 614-100, 17 Sept 1990, O ficer Assignnment
Policies, Details and Transfers.

d. The AR 614-200, 31 June 1990, Sel ection of Enlisted
Sol di ers for Training Assignnents.

e. The AR 55-46, 20 June 1994, Travel of Dependents and
Acconpanied Mlitary and G vilian Personnel to, from or Between
Overseas Areas.

f. The AR 210-51, 1 July 1983, Arny Housing Referral
Servi ce Program

Section C - Eval uation
20. SPONSORSHI P PROGRAM EVALUATI ON:

a. The AMEDDC&S & FSH Sponsorship Programis an essenti al
elenent in the snooth transition of arriving personnel throughout
the command. It is where many inpressions of the "First Command”
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and the Arny are made for thousands of Arny personnel and their
famlies. The AMEDDC&S & FSH Sponsorshi p Program provides
commanders at every level with ready, able, and willing
Newcorers.

b. Measurenents (statistical trends) of the AMEDDC&S & FSH
Sponsorshi p Program have been devel oped. These neasurenents are
desi gned to:

(1) Provide AVEDDC&S & FSH | eadership with critical and
pertinent information about the "health" of the program

(2) Increase understanding of the program how and
where it can be inproved.

(3) Enable conmanders to tailor their programto achieve
specific strategi c objectives for m ssion acconplishnent.

c. The ISCw Il provide quarterly reports on the AVEDDC&S &
FSH Sponsorship Program statistical trends to the Director, HRBC
which will be briefed to the Garri son Commander. These indicators
enconpass two areas--sponsorship contact efficiency and
sponsorshi p program effectiveness.
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RELATED REFERENCES

1. AR 600-8 MIlitary Personnel Managenent.
2. AR 600-8-8 The Total Arny Sponsorship Program

3. AR 600-8-101 Personnel Processing (In-and-Qut and
Mobi | i zati on Processing).

4. AR 210-51 Arny Housing Referral Service Program
5. AR 55-46 Travel Overseas.
6. AR 608-1 Arnmy Conmunity Service Program

7. AR 614-100 Oficers Assignnment Policies, Details and
Transfers.

8. AR 614-200 Enlisted Assignnments and Utilizati on Managenent.
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APPENDIX D
AMEDDC&S AND FORT SAM HOUSTON NEWCOMER SPONSORSHIP

SATISFACTION SURVEY
(For use of this form, see AMEDDC&S & FSH Reg 612-2; the proponent is MCCS-BHR)

DO NOT PUT YOUR NAME, GRADE AND/OR ORGANIZATION ANYWHERE ON THIS FORM

Please place an "X" in the block corresponding to the response that best describes your
experiences and thoughts about the AMEDDC&S and Fort Sam Houston Sponsorship Program. WE WANT TO
GUARANTEE YOUR ANONYMOUS FEEDBACK.

Date:

1. TIDENTIFY YOUR STATUS HERE AT FORT SAM HOUSTON.

PERMANENT PARTY STUDENT OTHER (SPECIFY)

2. | WAS MADE AWARE OF MY SPONSOR' S RESPONSI BI LI TIES PRICR TO
DEPARTURE FROM MY LAST | NSTALLATI ON.

_ STRONGLY AGREE ___ AGREE ___ SOMEWHAT AGREE __ DISAGREE ___ STRONGLY DI SAGREE

| DID NOT WANT OR NEED A SPONSOR (I F YOU CHOSE THI S ANSWER SKI P THE REMAI NDER OF SURVEY.)
I WAS NOT BRI EFED ON My SPONSOR S RESPONSI BI LI TI ES.

3. THE I NFORVATI ON | N MY SPONSOR PACKAGE WAS VERY HELPFUL.
___ STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGLY DI SAGREE
___ | DID NOT RECEIVE A SPONSOR PACKAGE.

4. SPONSCR WAS AVAI LABLE TO ASSI ST ME W TH MY RELOCATI ON.

___ STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGY DI SAGREE
I HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

5. MY SPONSOR SENT ME A PERSONALI ZED SPONSOR PACKAGE VWH CH MET
MY/ MY FAM LY' S NEEDS.

___ STRONGLY AGREE __ AGREE ___ SOVEWHAT AGREE ___ DI SAGREE ___ STRONGY DI SAGREE
___ | DID NOT RECEI VE A PERSONAL|I ZED SPONSOR PACKAGE.

6. SPONSOR WAS RESPONSI VE TO ALL MY RELOCATI ON NEEDS (to incl ude
EFMP, transportation, housing, arriving from overseas,
school s/ education, fam |y nmenber enploynent, etc.).

___ STRONGLY AGREE __ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGY DI SAGREE
___ | HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

CSFS Form 4293-R***, 2 Aug 99 Page 1 of 3

D1
AVEDDC&S & FSH Reg 612-2

7. SPONSOR WAS GENUI NELY CONCERNED ABOUT MY NEEDS.

STRONGLY AGREE AGREE SOVEWHAT AGREE DI SAGREE STRONGLY DI SAGREE
I HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

8. SPONSOR FACI LI TATED THE | N- PROCESSI NG | NTO THE | NSTALLATI ON.



_ STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGLY DI SAGREE
| HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

9. MY SPONSOR HELPED ME BECOME FAM LI AR W TH THE | NSTALLATI ON
AND LOCAL COMVUNI TY.

_ STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGLY DI SAGREE
| HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.
10. | WAS MADE AWARE BY MY SPONSOR OF RELOCATI ON RESQURCES

AVAI LABLE TO ME AT My NEW DUTY STATI ON PRI OR TO PCS.

_ STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGLY DI SAGREE
| HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

11. 1T IS CLEAR THE SPONSORSH P PROGRAM | S | MPORTANT TO MY UNIT.

STRONGLY AGREE AGREE SOVEWHAT AGREE DI SAGREE STRONGLY DI SAGREE

12. I T IS CLEAR THE SPONSORSH P PROGRAM | S | MPOCRTANT TO THE
LEADERSHI P ON THI' S | NSTALLATI ON

__ STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE DI SAGREE ___ STRONGLY DI SAGREE

13. My NEEDS (AND THE NEEDS OF MY FAM LY) WERE MET DURI NG THI S
RELOCATI ON.

YES NO | F NO EXPLAIN THE PROBLEM

14. THE SPONSORSH P PROGRAM WAS EFFECTI VE | N REDUCI NG THE STRESS
OF THI S RELOCATI ON FOR ME (AND MY FAMLY).

STRONGLY AGREE AGREE SOVEWHAT AGREE DI SAGREE STRONGLY DI SAGREE
I HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.
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15. THE SPONSORSH P PROGRAM CONTRI BUTED TO MY BEI NG "M SSI O\
READY" IN A M N MJM AMOUNT OF TI ME.

___ STRONGLY AGREE __ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGY DI SAGREE
___ | HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

16. MY SPONSOR WAS COWVPATI BLE - SIM LAR | N GRADE AND MARI TAL
STATUS.

STRONGLY AGREE AGREE SOVEWHAT AGREE DI SAGREE STRONGLY DI SAGREE
I HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

17. | WAS SATI SFI ED WTH MY SPONSOR S OVERALL PERFORVANCE.
STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE ___ DISAGREE ___ STRONGLY DI SAGREE



I HAD NO SPONSOR EVEN THOUGH | ASKED FOR ONE.

18. OVERALL, | WAS SATI SFI ED W TH THE | NSTALLATI ON SUPPORT
AGENCI ES (e.g., guest housing, finance, transportation, in/out
processi ng, vehicle registration, education office, medical/
dental, etc.).

_ STRONGLY AGREE ___ AGREE ___ SOVEWHAT AGREE __ DISAGREE ___ STRONGLY DI SAGREE

19. | F YOU COULD MAKE ANY | MPROVEMENTS | N THE SPONSORSHI P
PROGRAM VHAT WOULD THEY BE?
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APPENDI X E
FSH SPONSOR TRAI NI NG GUI DE

VWHAT | S SPONSORSHI P? A continuous process of providing
informati on and assi stance to the relocating personnel and their
famly menbers fromthe tine they receive their new duty
assignment until they are settled in their new conmunity.

VWHY DO YOU (AS A SPONSOR) NEED TRAI NI NG?

1. A positive relocation experience is linked to a positive
attitude toward work and duty station.

2. Accurate information and hel pful assistance reduce stress
associ ated wi th change.

3. Experience as a sponsor, or being sponsored, is insufficient
training for effective sponsorship.



SPONSOR RESPONSI BI LI TIES.  Your responsibilities are as foll ows:
(NOTE: These are official duties.)

1. Conpl ete Sponsor Checkli st.

2. Ensure the battalion/unit PAC provides you with the sponsor
folder. Contents of the folder should include:

a. Notification of your assignnment as a sponsor.
b. Sponsor Training CGuide.
c. Sponsor Checkli st.

d. DA Form 5434, Sponsorship Program Counseling and
| nf or mati on Sheet .

e. Resources and Referrals. Exanples include |ocal phone
nunber |isting, emergency nunbers, utilities, child devel opnment
center, schools, housing office, famly support center, base
command post, etc. See the SITES book quick reference list for
ot her exanpl es including hours of operation.

f. Correspondence and Docunentation. Exanples include a copy
of orders, copy of billeting reservation, copies of menoranduns/
| etters, nessages, Enmmils, faxes, etc.

3. Ensure the battalion/unit PAC records the date you were
provi ded t he i nbound allocation notice, sponsorship notification,
and/ or ot her docunment (e.g., nessage, Email, etc.) notifying the
installation of inbound personnel on DA Form 5434 in the sponsor
f ol der.

E-1
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4. Ensure the battalion/unit PAC records the date you were
notified of your sponsor tasking on DA Form 5434 in the sponsor
f ol der.

NOTE: The date of sponsor notification is critical to the
sponsorship tineline nonitored by HQDA. The installation
commander is required to track the tine it takes to appoint a
sponsor and for the sponsor to begin performng his or her
duties. It is inportant for the sponsor, supervisor, and
battalion/unit PAC to agree on the date of sponsor notification.

5. Reviewthis guide in the sponsor folder.

6. Attend sponsor training as instructed by the Installation
Commander .

YOU ARE RESPONS| BLE
FOR ENSURI NG NEWCOVERS ARRI VE
FEELI NG LI KE MEMBERS OF THE TEAM



7. Make two-way personal contact with newconer within 3 duty
days of assignment as a sponsor. (NOTE: For notification of |ess
than 60 days, the DA standard is 3 days fromthe date of the
assignnent instruction notice, CAP IIl, and/or other docunent
(e.g., nessage, Emmil, etc.) notifying the installation of

i nbound personnel is received until two-way conmunication is
acconplished). Refer to Making Initial Contact - The Tel ephone
Cal | bel ow

MAKI NG | NI TI AL CONTACT —FHE TELEPHONE CALL
a. Be honest, be constructive, be positive.
b. Introduce yourself and wel conme the newconer.

c. It isn't enough to say, "Let nme know what you need." Be
PROACTI VE!' The needs of each newconer and famly menber wil|l
tailor your assistance to respond to them

d. Confirm data about the newconer (nane, grade, work and
home mailing addresses, work and hone tel ephone nunbers, fax,
Emai | , acconpani ed or unacconpani ed, etc.).

e. Ask for the informati on needed to conplete the
Newconer/ Sponsor Contact Sheet. Try to get as much information as
possible at that tine. |If the newconer hasn’'t submtted a DA
Form 5434, fax it to himor her.
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f. Ask the newconer to keep you informed of any changes in
pl ans.

g. Provide the following information to the newconer:

(1) Your nanme, grade, work nunber, honme nunber, email
address, hone address, and fax nunbers; supervisor's nane,
t el ephone, fax nunbers, and Email address.

(2) First sergeant's nanme, tel ephone nunber, fax nunbers,
and Emai | address.

(3) Unit commander's nane, telephone nunber, fax nunbers,
and Emai | address.

(4) Battalion/unit PAC s tel ephone nunber, fax nunbers,
and Emai | address.

h. Encourage the newconer to visit ACS on his or her
installation for information. Up-to-date information about the
gaining installation is available through the SITES bookl et.
(This information is also available on the Wrld Wde Wb at



www. dndc. osd. ml/sites/.). In addition, a video of each
installation should be avail able at the ACS.

8. Make sure you nmake the newconer feel you want to help himor
her and famly nmenbers. (Refer to Assess the Needs of the
Newcorer and Fami |y bel ow).

ASSESS THE NEEDS OF THE NEWCOMER AND FAM LY

9. (Quality custoner service is the hallmark of a successfu
organi zati on, and good sponsorship is quality custoner service.
Bel ow are sone pointers about being responsive and nmaki ng the
newconer feel |ike an inportant part of your team

a. LISTEN. Many tines a newconer can reduce stress
associated wwth a nove by nerely talking to soneone "al ready
t here” who cares.

b. DETERM NE THE NEED AND MEET |IT. Sonetines newconers
don't know what they need, so when they answer "nothing," be
curious, but don't go overboard either.

c. BE A SPONSOR TO THE ENTIRE FAM LY. Ask questions about
the newconer's famly and their background. Get spouses or
children invol ved by speaking and witing to them or invite your
famly to do so.

d. |IF YOU MSS A CALL, ALWAYS CALL BACK THE SAME DAY. You
can even call the newcomer at hone. This is considered an
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official call, which can be placed through the newconer's
installation operator using DSN-OFFNET. Tell the newcomer whom
to call if you are going TDY or will otherw se be unavail able for

a period of tine.

e. BE OPEN AND HONEST, BUT STAY POSITIVE. Let the newconer
formhis or her own inpressions about the unit, installation, and
| ocal area.

f. IF YOU CAN T RESPOND TO YOUR NEWCOVER S NEEDS, GET HELP
Your supervisor, first sergeant, and IRMare ready to help you
Don't despair if this is your first time as a sponsor; there is
pl enty of help avail abl e.

. KEEP IN M ND THAT BEI NG A SPONSOR | S NOTH NG MORE THAN
BEI NG A FRIEND. To understand your basic responsibility as a
sponsor, sinply think of the kind of help you would want if you
were making a nove. (Do onto others...)

h. BE AN ACTIVE, RESPONSI VE SPONSOR. Ignoring a problem
doesn't make it go away, and it could have a devastating effect
on the person or famly you are sponsoring. |f you don't know


http://www.dmdc.osd.mil/sites/

how to respond to a particular issue, get help from your
supervisor, first sergeant, conmander, or the |RM

10. Provide a copy of the conpl eted Newconer/ Sponsor Cont act
Survey to the supervisor and advise the PAC within 1 workday of
initial contact.

11. Confirma wel cone menoranduniletter fromthe unit commander
has been sent to the newconer or include the nenorandum letter in
t he sponsor package.

12. Collect information requested by the newconer for inclusion
in the sponsor package. Contact the |IRM and/or the battalion/
unit PAC for help in obtaining package contents.

- Exanples are: information on exceptional fam |y nenber
program humanitarian, foreign-born famly nmenber, real estate or
rental needs, first terner, overseas, schools/education, famly
menber enpl oynment, and sports sign-up dates.

13. Wite a personal letter to the newconmer for inclusion in the
sponsor package. The first letter to the newconmer wll be

coordi nated through the supervisor and mailed after the first

t el ephone contact, but no later than 5 working days after the
organi zation receives the sponsorship file. The battalion/unit
PAC wi || provide the suspense date. A copy of the correspondence
will be placed in the sponsor folder.

E-4
AVEDDC&S & FSH Reg 612-2

14. Ensure the sponsor package contains a personal nenorandum
letter fromyou and a wel cone nmenorandum |l etter fromthe unit
commander with copies of the newconer's responsibilities and
Newcomner/ Sponsor Contact Survey. (These may be sent under
separate cover at the commander's discretion.)

15. Annotate the date the sponsor package was mail ed on the DA
Form 5434 and advi se the battalion/unit PAC of the date.

NOTE: The sponsor package may be sent through the US Post al
System it mnmust be sent first class because it contains letters.
Every attenpt should be nade to custonize the sponsor package.
Experi ence shows that a package filled with | arge anmounts of
unnecessary information results in the newoner rejecting the
whol e package as usel ess.

PREPARI NG FOR THE NEWCOVER S ARRI VAL.:
16. Provide postal mailing address (if desired).
The newconer may have mail forwarded to:

Grade and Name



General Delivery
Post, State Zip Code

17. On the Sponsor Checklist at Phase |1, record whet her
billeting arrangenments were nmade for the newconer and indicate
t he date.

18. Make kennel or pet arrangenents (if required). Frequently,
installation guest quarters do not allow pets and have no
avai | abl e kennel facilities. Newconers may need hel p obt ai ning
kennel facilities for a nonth or nore.

19. Make child care arrangenments (if required) or provide a list
of child care agencies and tel ephone nunbers to the newconer.
Finding child care is difficult for a new arrival. This is
particularly critical for single parents and dual-mlitary

coupl es.

20. Make arrangenents to neet the newconmer and fam |y nmenbers on
their arrival.

YOU ARE RESPONSI BLE FOR ENSURI NG
NEWCOMVERS AND THEI R FAM LI ES
HAVE A PGSI TI VE FI RST | MPRESSI ON!

E-5
AVEDDC&S & FSH Reg 612-2

21. Make an appointnment for the newconmer to in-process through
the unit.

22. Ensure the newconer neets his/her appointnent for
instal lation in-processing.

ARRlI VAL OF THE NEWCOVER:

23. Personally neet the newconer and famly nmenbers on their
arrival in the area. |f TDY, exercises, or work schedules wll
interfere with this, discuss it with your supervisor. An
alternate may be selected to greet them

24. |If the newconer and fam |y nenbers are arriving by bus or
airplane, nmeet themat their arrival |ocation.

a. Find out ahead of tinme whether special transportation is
needed (e.g., is a famly nmenber wheel chair-bound and are they
traveling with pets).

b. Welcone the newconer and famly nmenbers and help with
t heir | uggage.



c. |If they are renting a vehicle, ensure they are able to
acquire one.

d. Help themget to their reserved | odging facility; take or
escort them

e. Help themsettle in.
f. Ofer to take themout for a neal (optional).

g. Ensure their needs are net and plans for the next few
days are set before you depart.

25. If the newconer and fam |y nenbers are arriving by persona
vehicle, arrange a tinme to greet themon the day of (or day
after) their arrival.

26. Acconpany the newconer to the duty section and Wl cone
Center.

27. Provide the newconmer with a tour of the unit and introduce
hi mor her around the duty section. |If possible, organize a unit
“WELCOME. ”

28. Provide the newconmer and famly nmenbers with a tour of the
base and comunity.

a. Make sure the newconer checks with the housing office
before renting or buying a house.
E-6
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b. Introduce the newconer and famly nenbers to the | RM
(Prearrange the tine with the IRM)

c. Encourage the spouse to acconpany the newconer to the
Newconers’ Extravaganza. They will experience a warm wel cone,
beconme nore famliar with the local conmmunity, and nake friends
with others new to the installation.

d. Provide the newconmer (and famly nenbers) with an
installation map. The post tour should include ACS, the Wl cone
Center, Brooke Arny Medical Center and Troop Medical dinic,
Chil d Devel opment Center, Youth Center, fitness center, Dining
Facility, Comm ssary, and other organizations of interest to the
newconer and their famly. The community tour shoul d include
| ocations of utility conpanies, where to obtain driver’s
| i censes, and purchase car tags.

29. Follow up with tel ephone calls or visits to see if the

newconer and fam |y nenbers have a need for any additional help,
information, etc.

FEEDBACK ON SPONSORSHI P PROGRAM



30. Provide feedback on the sponsorship programon Phase |V of
t he Sponsor Checklist as foll ows:

a. Verify whether the address initially provided for the
newcomer is correct.

b. Annotate the date of receipt of the sponsor folder.

c. ldentify problens encountered in collecting information
for the personalized sponsor package.

d. Identify problens encountered in conpleting sponsorship
responsi bilities.

e. Indicate whether the newconer responded to sponsorship
efforts.

f. ldentify Iimtations encountered in conducting
sponsorship responsibilities.

g. Make recommrendations for inproving the sponsorship
program

31. Upon conpletion of sponsorship duties, give the sponsor
folder to the supervisor, who will forward it to the unit PAC

AVEDDC&S and FSH Reg 612-2

APPENDI X B
SHORT- NOT1 CE SPONSORSHI P:

The FSH definition of a short-notice assignnent is 60 days or
less fromCAP |11, assignnent instructions, and/or other docunent
(e.g., nessage, Email, etc.) notifying the installation of

i nbound personnel at the gaining MIlitary Personnel Service
Center until the RNLTD. By the nature of the situation, persons
with this type of assignnent need special attention. Wth | eave
or TDY en route common to PCS personnel, the newconmer may already
be ready to depart fromhis or her losing unit. Therefore, rapid
contact is critical. The FSH standard for two-way contact between
the gaining unit and newconer is 3 days. This nmay prevent the
nor mal sequence of events and require | SC to expedite obtaining
critical information, such as arrival date, transportation neans,
required billeting arrangenents, pet or child care needs, and

| eave address or tel ephone nunber. The sponsor can conplete
remai ni ng sponsorship duties upon recei pt of sponsor folder.

SPECI AL CONSI DERATI ONS:



1. Exceptional Famly Menber Program (EFMP). |f the newconer
has an exceptional famly menber, the sponsor may make an

appoi ntment with the EFMP program nanager to di scuss "sensitivity
to famly needs.™

2. First Ternmers. Relocation is a new experience for first
termers so you should take nore tinme and nake an extra effort to
famliarize themw th installation resources.

3. Over seas Ret ur nees:

a. Returning to the continental United States after being
overseas for several years can be a culture shock

b. The newcorer may have married a foreign-born spouse on
his or her recent tour, and the spouse may need a translator or
special orientation to our culture.

C. Transportation is certain to be an issue.

AMEDDC&S & FSH Reg 612-2

SPONSOR' S RESPONSI BI LI TY CHECKLI ST #1

(For use of this form see AMEDDC&S & FSH Reg 612-2; the proponent is MCCS- BHR)

Your responsibilities as a sponsor are official duties. You are
the nost inportant link in the FSH Sponsorship Program You have
an opportunity to nmake an inportant contribution to soneone’s
perception of this command and the Armmy by being as hel pful as
possi bl e during this inportant transition.

The FSH standard is 10 duty days fromthe initial assignnent
notification until you make the first two-way comuni cation (3
duty days for short notice PCS). Your unit commander has

i nformed you on the inportance of neeting this suspense - it is a
critical standard which will be neasured.

This checklist is to be conpleted in phases by you and a copy
given to the battalion/unit PAC (via your supervisor) once your
sponsorship responsibilities are conpleted. It is mandatory that
you conplete all applicable items in full - a single check mark
is not sufficient. Please attach all records of conmunication
(e.g., faxes, Emails, letters, etc.)

I n case you have specific questions about your sponsorship
responsi bilities, contact your battalion/unit PAC NCO
NAME OF SPONSOR ORGANI ZATI ON




WORK TELEPHONE NUMBER FAX NUMBER EVAI L ADDRESS

PHASE |. ADM NI STRATI VE | SSUES DATE

1. Initial notification of assignment received by the post. (To be conpl eted by PAC)

2. Notified of selection as sponsor. (To be conpl eted by PAC)

3. Sponsor made two-way communication with newconmer. (To be conpl eted by sponsor and reported
to PAQ)

PHASE I1. PRE-ARRI VAL SUPPORT (To be conpl eted by sponsor)
1. DA Form 5434, Sponsorship Program Counseling and Infornation Sheet received/ conpl eted.
(Keep PAC informed of departure and arrival dates.)

2. Sponsor packet mail ed.

3. Personal welcone letter sent.

4. Unit commander/CSM nmenor andum sent. (Coordinate with PAC)
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YES NO

Bill eting arrangenents nude.
General delivery numiling address provided.
bt ai ned and provi ded newconer-requested information.

Provided child care information. (If required)

© ® N o O

Made kennel /pet arrangenents. (If required)

10. Provide special needs information to newconer (e.g., EFMP, conpassionate, foreign-born
spouse info, real estate/rental info, school s/education, sports info, fam |y nmenber enpl oynent,
overseas returnees, and first termer assistance).

11. Arrangenents made to neet the newconer/fam |y upon arrival.

PHASE [11. NEWCOVER ARRI VAL

1. Met the newconer upon arrival. .
2. Made appoi ntnment for newconer to in-process through the Wl cone Center. o
3. Assisted newconer in in-processing into the unit. -
4. Introduced the newconer around the duty section. o
5. Provided newconer a tour of duty section/building. -
6. Provided newconer/famly tour of post and conmunity.

PHASE 1V. FEEDBACK ON SPONSORSHI P PROGRAM

1. Address/phone nunber of the newconer provided to you by the PAC was correct?
2. Newconer was responsive to nmy efforts at sponsorship.

3. Date you were provi ded sponsor fol der. DATE




4. What difficulties did you have obtaining support to carry out your responsibilities as a
sponsor ?

5. What linmtations did you encounter as a sponsor (e.g., TDY, no vehicle, HHQ tasking, and asked
to respond to an unreasonabl e request)?

6. What difficulties did you have in building a custom zed sponsor package?

7. 1f you could nake any inprovenents in the sponsorship program what woul d they be?

DATE SUBM TTED TO SUPERVI SOR SUPERVI SOR' S S| GNATURE:
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